
To: All DWD Employees

From: Charles R. Martindale
Deputy Commissioner/ Controller

Date: April 25, 2003

Subj: DWD Policy 2002 - 42
Travel Reimbursement Checks Distribution/
Direct Deposit of Travel Reimbursement Checks

Re: All Funding Sources Administered by DWD

Rescissions: DWD Communication #92-152, issued December 14, 1992
DWD Communication #97-63, issued June 1, 1998

PURPOSE:    The purpose of this communication is to transmit the DWD policy
regarding the distribution of travel reimbursement checks and to establish policy for
direct deposit of travel reimbursement checks.

CONTENT:   Due to the high volume of staff in travel status at any one time it is a delay
factor and time consuming to hold checks for certain people or keep notes about special
places to mail individual checks.  In the past, this has caused a very time consuming
process of sorting checks to suit specific requests.  This is not an efficient or timely
manner in which to handle the distribution of reimbursement checks.  Therefore, travel
reimbursement checks will be mailed to the employee’s current residence listed on the
travel voucher.

This method of delivery complies with the State Accounting Requirement of a 24-hour
disbursement on all checks.  In addition, this procedure provides an improved audit trail,
as checks will at all times be either in the control of the DWD Accountant, U.S. Postal
Service, or the traveler being reimbursed.

The Auditor of State offers direct deposit of non-payroll checks issued from their office.
This includes travel reimbursement checks.  This will NOT have any effect on payroll
direct deposit.

One advantage to having your checks direct deposited is not waiting for the mail to be
delivered; you will receive your reimbursement several days sooner.

Unfortunately, a disadvantage with direct deposit is that you will not be eligible to
receive travel advances, since the advance process requires the issuance of
reimbursement checks.  The direct deposit option is available any time during the year.
However, once direct deposit of travel reimbursements is initiated you will not be able to
switch back and forth to request travel advances.



To elect direct deposit the attached form will need to be filled out by the employee and
the financial institution.  This form is available from Accounts Payable.  Once completed,
the form will need to be returned to Accounts Payable.  Accounts Payable will then
forward it to the Auditor of State for processing.  Please do NOT submit this form
directly to the Auditor of State’s Office.

EFFECTIVE DATE: April 25, 2003

REVIEW DATE: April 25, 2005

ACTION:    Please ensure that the address on your travel voucher and your In State
Travel Authorization form (SF2541) are correct.  This will assure that your
reimbursement check reaches the correct destination without delay.  To elect direct
deposit, complete an Automated Direct Deposit form (SF47551) and return to Accounts
Payable.

If you have any questions, please contact Missy Wolfe, Assistant Manager of Accounts
Payable, at 317-233-6673 or Pat Tweedy, Accounts Payable Manager, 232-7726.

OWNERSHIP:  Accounts Payable

CRM/MW: mw
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